
• Symbols and Numerics •
37Signals Web site, 52

• A •
abbreviations, 98, 137
The About.com Guide to Job Searching:

Tools and Tactics to Help You Get the
Job You Want (Doyle), 32

academic curriculum vitae resume format
creating, 94
defined, 80, 91
example, 92–93
executive summary, 91
length, 91
strengths, 91
weaknesses, 91
who should use it, 91
who shouldn’t use it, 91

accommodations employers must make for
people with disabilities, 184

accomplishment resume format, 98
accounting example resume, 205
achievements

checklist, 332, 335
proving, 311–314
rankings, 316
responsibilities versus achievements, 139
what to include, 112, 121

acquisitions, 189–190
activities, 117–118
ADA (Americans with Disabilities Act)

conditions covered, 183
substance abuse, 192–193
undue hardship provision, 184

adaptive equipment requests, 185
addresses

current address, 105
e-mail address, 105
mailing address, 104–105

permanent address, 105
Web page address, 105

administration
keywords, 132–133
sales to administration example resume,

263–265
wow words, 124

ads
classified print ads in newspapers, 39–41
corporate Web sites, 41–43
job boards, 36–39
mirroring language of, 14

age discrimination
forestalling in resume presentation, 160–162
myths about older workers, 159–160
overqualified objection, 162–163, 177–178

aggregators, 30
Agilent, 42
AIRS Job Board and Recruiting Technology

Directory, 38
alignment of ASCII resume, 64
A-list candidates, 26
all-purpose resumes, 9–10
also, avoiding the word, 139
American Institutes for Research, 152
Americans with Disabilities Act (ADA)

conditions covered, 183
substance abuse, 192–193
undue hardship provision, 184

analysis skills
case studies, 71
wow words, 128–129

AOL Instant Messenger, 56
appearance of resume

breaking up text, 143–144
digital version, 141, 333, 336
fonts, 145
footer, 146
groupings, 143
header, 146
importance of, 323
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appearance of resume (continued)
layout, 146–150
paper selection, 142
paper version, 141, 333, 336
placement of information, 146
printing, 142
readability, 150
style consistency, 143
theme papers, 142
typefaces, 145
white space, 145
word processing, 142
word wrap, 64

applicant management system, 103–105
applicant tracking system (ATS), 104–105
application forms, 119–120
articles, avoiding, 136, 315–316
ASCII resume

alignment, 64
cover note, 64
creating, 63, 141
defined, 61
example, 62
page numbers, 64
submission requirements, 318
tabs, 64
typefaces/fonts, 63–64
word wrap, 64

assessment tests
behavioral assessment, 71
managerial assessment, 71
personality assessment, 70–71

assisted with, avoiding the term, 139
associate editor, example resume, 233
ATS (applicant tracking system), 104–105
attachments, 66
Audacity audio editor, 57
automated resume builders, 121
automatic response to application, 290–291
avoidance dodge, common tactic of

references, 282
awards, 118

• B •
baby boomers

age discrimination, 159–162
career changes, 162–163
education dates, 162

example resumes, 227–229, 232
experience, 162
gaffes, 163–165
objective statement, 160–161, 164
overqualified objection, 162–163, 177–178
strengths, 158–159, 161
weaknesses, 159–160

background checks, 330
Bank of America, 42
banking industry

example resume, 208
keywords, 133

Barrington, Linda (research director at The
Conference Board), 40

basic evaluation in online screening
programs, 70

behavioral assessment, 71
behavior-based competencies, 113
being verbs, 137
BEKS Data Services, Inc., 66
Bell South, 42
Beshara, Tony (The Job Search Solution),

298–299
Best Resumes and Letters for Ex-Offenders

(Enelow and Krannich), 195
blasting services, 67–68
B-list candidates, 26
BlogEasy blog host site, 53
Blogger blog host site, 53
blogs

Joel Cheesman’s blog, 31, 52
using as a job search tool, 51–53

Blogs with Jobs Web site, 53
’bots, 30
Boutell.com Web site, 57
breaking up text, 143–144
bulleted style, 315
business, example resume, 216–217
Business.com Web site, 136

• C •
C. H. Robinson, 42
candidate management system, 104–105
Capital One, 42
career change

baby boomers, 162–163
example resumes, 240, 266–269

Career Directors International, 323
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Career Success: A Step-By-Step Workbook for
Students, Job Seekers and Lifelong
Learners (Whitaker), 112

CareerBuilder.com Web site, 37
CareerXroads, 10, 14–15
caregiving, 129–130
case studies, 71
certifications for professional resume

writers, 323
Certified Advanced Resume Writer

(CARW), 323
Certified Expert Resume Writer 

(CERW), 323
Certified Federal Resume Writer 

(CFRW), 323
Certified Master Resume Writer 

(CMRW), 323
Certified Professional Resume Writer

(CPRW), 323
checklist for targeted resumes

achievements, 332, 335
appearance, 336
common sense, 333
content, 332, 336–337
customizing requirement, 331
digital version, 333, 336
focus, 332, 334–335
format, 331, 334
image, 332
keywords, 332
language (word choice), 332
length, 333, 335
omissions, 332
paper version, 333, 336
problem areas, 333
proofreading, 337
skills, 332, 335
style, 331

Cheesman, Joe (head of HRSEO and
blogger), 31, 35, 52

choosing references, 283–284
Christian, Jeffrey E. (CEO of Christian &

Timers), 292, 297–298
chronological resume format, 80
civic affiliations, 118
classified print ads in newspapers, 39–41
Classmates.com Web site, 49
clerical services, 320
CMRW (Certified Master Resume Writer), 323

college experience, 154–155
college graduates (recent)

example resumes, 220–221, 236
experience, 153–155
gaffes, 155–158
GPA (grade point average), 152–153
objective, 154
strengths, 152
useless information, 154
weaknesses, 152–153

combination (hybrid) resume format
creating, 87
defined, 80, 87
example, 88
strengths, 87
who should use it, 87
who shouldn’t use it, 87

common gaffes
of baby boomers, 163–165
of recent graduates, 155–158

common sense, 333
communications wow words, 125
company resources, 105
competencies, 113–117
Competency-Based Interviews (Keesler and

Strasburg), 116
Competency-Based Resumes (Keesler and

Strasburg), 116
conditions covered by the Americans with

Disabilities Act, 183
The Conference Board, 40
confidential resumes, 329
consultants, 188
consumer reports, 193–194
contact information

e-mail address, 105
importance of, 103
incomplete or missing information, 329
mailing address, 104–105
name, 104
telephone number, 105–106
using company resources, 105–106
Web page address, 105

content
achievements, 112, 121
activities, 117–118
awards, 118
checklist, 332, 336–337
competencies, 113–117
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content (continued)
contact information, 103–106, 329
dates of employment, 328–329
education, 103, 110–111
executive summary, 91
experience, 111
honors, 118
licenses, 118
objective statement, 106–108
organizations, 118
salary history and requirements, 

120–121, 139
samples of your work, 118
skills, 111–112
summary statement, 106–110
testimonials, 119, 284–285
too much information, 328
useless information, 154, 330

contract employment, 105
converting resume to plain text, 63
core competencies, 114–116
core resume

example of, 18–19
keywords, 135

core resume, example of, 17
Corporate Gray Web site, 170
corporate Web sites, 41–43
costs

for professional resume writer, 321–322, 324
for traveling to a job interview, 307–308

cover letter, 99
cover note, 64
co-workers, choosing as references, 284
CPRW (Certified Professional Resume

Writer), 323
creating

academic curriculum vitae resume, 94
ASCII resume, 63, 141
hybrid (combination) resume, 87
reverse chronological (RC) resume, 84
skills-based functional resume, 85

creative fields
graphic artist, example resume, 226
portfolios, 99–101
resume paper selection, 142
wow words, 125

credit history, 193–194

Crispin, Gerry (co-founder and principal of
CareerXroads), 14–15

Crunchboard Web site, 52
culinary career, example resume, 270–272
current address, 105
customer service keywords, 133
customizing requirement, 331
CV (curriculum vitae)

academic, 80, 91–94
international, 80, 94–97

• D •
dates

education dates, 162
employment dates, 328–329

demonstrating enthusiasm at job
interview, 307

demotions, 185–187
design

breaking up text, 143–144
digital version, 141, 333, 336
fonts, 145
footer, 146
groupings, 143
header, 146
importance of, 323
layout, 146–150
paper selection, 142
paper version, 141, 333, 336
placement of information, 146
printing, 142
readability, 150
style consistency, 143
theme papers, 142
typefaces, 145
white space, 145
word processing, 142
word wrap, 64

designed versus plain text resumes, 66–67
Dictionary of Occupational Titles, 135
digital version

ASCII text, 141, 318
design, 141, 333, 336
scannable resume, 60–61

Dikel, Margaret F. (The Guide to Internet Job
Searching, 2006–2007 edition), 38
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disabilities
accommodations employers must 

make, 184
adaptive equipment requests, 185
conditions defined as disabilities, 183
Illness and Recovery statement, 184–185,

193
substance abuse, 192–193

disclosing
disabilities, 184–185, 192–193
salary history or requirements, 120

discrimination
ADA (Americans with Disabilities Act),

183–184, 192–193
age discrimination, 159–162, 176, 178

Dixon, Pam (privacy expert), 67–68
Dodd, Mike (executive search consultant),

165
Doyle, Alison, The About.com Guide to Job

Searching: Tools and Tactics to Help You
Get the Job You Want, 32

• E •
Ecademy Web site, 48
education

dates, 162
GPA (grade point average), 152–153
what information to include, 110–111

EEOC (Equal Employment Opportunity
Commission), 15, 65

e-forms, 64–65
e-mail

attachments, 66
follow-up via e-mail, 292
spam filters, 68
subject line of e-mail messages, 65

e-mail address (contact information), 105
employee referral services, 46–48
employment dates, 328–329
employment gaps

disabilities, 184–185
example resume, 252–253
family obligations, 187
unemployment, 187–188

endorsements from references, 284–285

Enelow, Wendy S.
Best Resumes and Letters for Ex-Offenders,

195
Expert Resumes for Military-to-Civilian

Transitions, 168
enthusiasm, demonstrating at job

interview, 307
entrepreneurs, 188
Eons Web site, 49
e-portfolios, 101
Equal Employment Opportunity

Commission (EEOC), 15, 65
e-stalking, 326–327
example resumes

academic curriculum vitae, 92–93
accounting, 205
ASCII resume, 62
baby boomers, 227–229, 232
banking, 208
business, 216–217
career change, 240, 266–269
core resume, 17–19
culinary career, 270–272
employment gap, 252–253
food service, 213
healthcare, 201, 214–215
hybrid (combination) format, 88
information technology, 210–211
international curriculum vitae, 95–96
law enforcement/security, 273–277
layoffs, 250–251
mid-career professionals, project

manager, 237–238
mid-career professionals, teacher, 224–225
mid-career professionals, vice president,

234–235
mid-career trades, 222
military spouse, 248–249
military to civilian, 242–243, 254–255
military to federal government, 260–262
mother/homemaker, 241
new graduates, 220–221, 236
nursing, 204
office workers, 209
overqualified, 244–245
plain text resume, 62
professional format, 90
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example resumes (continued)
project management, 202–203
retailing, 212
reverse chronological (RC) format, 83
sales, 200
sales to administration, 263–265
skills-based functional format, 86
spin-off resumes, 17–25
supply chain, 206–207
temp jobs, 246–247
too many jobs, 256–257
young professionals, 223, 226, 230–231, 233

EXE files, 66
ExecuNet Web site, 48
Executive Job-Changing Workbook (Lucht), 173
executive jobs, 173
executive summary, 91
Executive’s Pocket Guide to ROI Resumes and

Job Search (Kursmark and Melnik), 173
ex-offenders, 194–195
The Ex-Offenders’ Job Hunting Guide

(Krannich and Krannich), 195
The Ex-Offender’s Quick Job Hunting Guide

(Krannich and Krannich), 195
experience

baby boomers, 162
overqualified objection, 176–177
recent graduate, 153
reentering mother/homemaker, 180–181
too little experience, 180
too much experience in one job, 178–179
what information to include, 111

Expert Resumes for Military-to-Civilian
Transitions (Enelow and Kursmark), 168

• F •
face-to-face job interviews, 306
Fair Credit Reporting Act, 193
family obligations, 187
faxing a resume, 61
federal contractors, 12–15, 167
federal jobs, 167–169
Federal Resume Guidebook, Fourth Edition

(Troutman), 169
federal resumes, 169
Federated, 42

Feedburner Web site, 57
feeds

how they work, 53–54
vertical job search engines (VJSEs), 30, 32

filters
job software filters, 315
spam filters, 68

financial management, 130
finding keywords, 135
fired, avoiding the term, 139
first person “I,” 136, 316
focus, 77–79, 332, 334–335
folders

presentation folder, 146
reference folder, 284–285

follow-up efforts
automatic response to application, 290–291
e-mail, 292
gatekeepers, 294–296
importance of, 290
information freeze, 294–295
opening statements, 293
Resume Follow-Up Matrix, 299–304
screeners, 294–296
telephone calls, 292–298
time management, 304
voicemail messages, 296–298
when to give up, 298–299

fonts
ACSII resume, 63
defined, 145
design guidelines, 145

food service example resume, 213
footer, 146
Ford, 42
formats

academic curriculum vitae, 80, 91–94
accomplishment, 98
ASCII resume, 61–64, 141, 318
checklist, 331, 334
chronological, 80
hybrid (combination), 80, 87–88
international curriculum vitae, 80, 94–97
keyword, 98
linear, 98
multimedia resumes, 101
narrative, 80
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plain text resume, 61–64, 141, 318
professional, 80, 89–90
reverse chronological (RC), 80–84
scannable resume, 60–61
skills-based functional, 80, 84–86
suggested formats for various situations,

80–81
video podcasts, 100
Web resumes, 101

forms
application forms, 119–120
e-forms, 64–65
resume writing services, 321

functional resume format
creating, 85
defined, 80, 84
example, 85
strengths, 84–85
weaknesses, 85
who should use it, 85
who shouldn’t use it, 85

• G •
gaffes

of baby boomers, 163–165
of recent graduates, 155–158

Gaim Web site, 56
gaps in employment

disabilities, 184–185
example resume, 252–253
family obligations, 187
unemployment, 187–188

gatekeepers, 294–296
GE, 43
gender bias, 182
General Mills, 43
GetTheJob.com Web site, 35–36
Gill, John S., creator of the Resume Follow-

Up Matrix, 299
globalization of job market, 25
Goldman Sachs, 43
Google Talk, 56
Google Web site, 112
government contractors, 167
government rules and regulations

ADA (Americans with Disabilities Act),
183–184, 192–193

Equal Employment Opportunity
Commission (EEOC), 15

Fair Credit Reporting Act, 193
Office of Federal Contract Compliance

Programs (OFCCP), 12–15
GPA (grade point average), 152–153
grammar, 136–137
graphic artist, example resume, 226
groupings, 143
The Guide to Internet Job Searching,

2006–2007 edition (Dikel and Roehm), 38

• H •
H3 Web site, 47
Hay, Mary T. (Military Transition to Civilian

Success), 168
HCA, 43
header, 146
healthcare fields

example resumes, 201, 214–215
wow words, 129–130

Heat Up Your Cold Calls (Walther), 297
helped with, avoiding the term, 139
helping verbs, 136
helping wow words, 129–130
Henderson, David G. (Job Search: Marketing

Your Military Experience), 168
hiring a professional resume writer

certifications, 323
costs, 321–322, 324
forms, 321
free consultation, 321
pros and cons, 319–320
referrals, 320
samples of work, 322
targeted resumes, 322–323

homemaker/mother returning to work
example resume, 241
experience, 180–181
gender bias, 182
skills, 180–183

honors, 118
HTML resumes, 101
human resources keywords, 134–135
hybrid (combination) resume format

creating, 87
defined, 80, 87

343Index

31_08037x bindex.qxp  11/28/06  9:49 PM  Page 343



hybrid (continued)
example, 88
strengths, 87
weaknesses, 87
who should use it, 87
who shouldn’t use it, 87

• I •
ICQ, 56
identity theft, 67–68, 168
Illness and Recovery statement, 184–185, 193
IM (instant messaging), 54–56
image, 332
in-basket exercises, 71
Indeed.com Web site, 33–34, 46
information freeze, 294–295
information technology

example resume, 210–211
keywords, 134

information to leave out, 318
instant messaging (IM), 54–56
integrity tests, 71
Intel, 43
Intelligence Careers Web site, 170
interaction simulations, 71
intern, example resume, 223
international curriculum vitae resume

format, 80, 95–97
Internet applicants, 12–15
Internet Relay Chat, 56
interviews

enthusiasm, demonstrating, 307
face-to-face, 306
job conflicts with interview date, 305–306
portfolios, 100
resume–interview connection, 25
strategies, 308
telephone, 306
travel costs, 307–308

• J •
James, Mark (career coach), 43
JibberJobber job tracking program, 298
Job Accommodation Network Web site,

184–185

job ads
classified print ads in newspapers, 39–41
corporate Web sites, 41–43
job boards, 36–39
mirroring language of, 14

job boards
AIRS Job Board and Recruiting Technology

Directory, 38
black holes, 39
CareerBuilder.com, 37
defined, 36
general, 37
listing of, 37
Monster.com, 37
specialty, 37–38

Job Central National Labor Exchange Web
site, 39, 46

job descriptions and keywords, 135–136
job fairs, 168
job hoppers, 190–192
job interviews

enthusiasm, demonstrating, 307
face-to-face, 306
job conflicts with interview date, 305–306
portfolios, 100
resume–job interview connection, 25
strategies, 308
telephone, 306
travel costs, 307–308

job market
A-list candidates, 26
B-list candidates, 26
globalization, 25

job requirements
matching, 72, 315, 317
researching, 16

Job Search Engine Guide Web site, 31
job search engines

GetTheJob.com, 35–36
how they work, 30–32
Indeed.com, 33–34, 46
Jobster.com, 34–35, 46–48
Searchjobs.com, 35
Simply Hired, 33, 46
targeted resumes, 43
Yahoo! HotJobs, 36

job search information, organizing, 298
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Job Search: Marketing Your Military
Experience (Henderson), 168

The Job Search Solution (Beshara), 298–299
“Job Seeker’s Guide to Resumes: Twelve

Resume Posting Truths” report, 67
job software filters, 315
Job-Hunt.org, 68
JobStar Web site, 120
Jobster.com Web site, 34–35, 46–48
Joyce, Susan (CEO of Job-Hunt.org), 68

• K •
Kaputa, Catherine (U R a Brand!: How Smart

People Brand Themselves for Business
Success), 57

Keesler, Robin
Competency-Based Interviews, 116
Competency-Based Resumes, 116

keyword resume format, 98
keywords

administration, 132–133
banking, 133
checklist, 332
competencies, 114
core resume, 135
customer service, 133
defined, 131–132
Dictionary of Occupational Titles, 135
finding, 135
human resources, 134–135
information technology, 134
job descriptions, 135–136
management, 132–133
manufacturing, 134
Occupational Outlook Handbook, 135
trade magazines, 135

Kodak, 43
Krannich, Caryl

The Ex-Offenders’ Job Hunting Guide, 195
The Ex-Offender’s Quick Job Hunting

Guide, 195
Krannich, Ronald L.

Best Resumes and Letters for Ex-Offenders,
195

The Ex-Offenders’ Job Hunting Guide, 195

The Ex-Offender’s Quick Job Hunting
Guide, 195

Military Resumes and Cover Letters, 168
Kursmark, Louise M.

Executive’s Pocket Guide to ROI Resumes
and Job Search, 173

Expert Resumes for Military-to-Civilian
Transitions, 168

• L •
The Landmark Destiny Group Web site, 170
language (word choice). See also

keywords; wow words
checklist, 332
nouns and verbs, 316–317

law enforcement/security, example
resume, 273–277

layoffs, 189, 250–251
layout, 146–150
Lemke, James M., creator of the Resume

Follow-Up Matrix, 299
length of resume

academic curriculum vitae resume format, 91
general guidelines, 333, 335

letters
cover letter, 99
recommendation letters, 285
reference letters, 283–285

licenses, 118
Lilly, 43
linear resume format, 98
LinkedIn Web site, 48
listing references in a separate document, 282
Lucht, John

Executive Job-Changing Workbook, 173
Rites of Passage at $100,000 to $1 Million+,

173
RiteSite.com, 173

lying, 330

• M •
magic formula for writing a targeted

resume, 26
mailing address, 104–105
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management
keywords, 132–133
managerial assessment, 71
middle managers, 173
wow words, 124

manufacturing keywords, 134
market forces, 12
matching resume to job requirements, 

72, 315, 317
medical history, 184–185
Mehler, Mark (co-founder and principal of

CareerXroads), 10
Melnik, Jan (Executive’s Pocket Guide to ROI

Resumes and Job Search), 173
Merck, 43
mergers, 189–190
Microsoft, 43
mid-career professionals

project manager, example resume, 237–238
teacher, example resume, 224–225
vice president, example resume, 234–235

mid-career trades, example resume, 222
middle managers, 173
Military Officers Association of America

Web site, 170
Military Resumes and Cover Letters (Savino

and Krannich), 168
military spouse, example resume, 248–249
military to civilian

example resumes, 242–243, 254–255
government contractors, 167
identity theft, 168
job fairs, 168
milspeak, 166, 170–172
resources, 168–170
strengths, 166
Transition Assistance Program (TAP), 165
weaknesses, 166–167

Military to Federal Career Guide
(Troutman), 168

military to federal government, 167–169,
260–262

Military Transition to Civilian Success
(Hay), 168

MilitaryStars.com Web site, 170
milspeak, 166, 170–172
mirroring ad language, 14
mismatches, 325–326
missing contact information, 329

misspelled words, 137–138, 146, 328, 337
Monster.com Web site, 37
Morgan Stanley, 43
mother returning to work

example resume, 241
experience, 180–181
gender bias, 182
skills, 180–183

MSN Messenger, 56
multimedia resumes, 101
myths about older workers, 159–160

• N •
name (contact information), 104
narrative resume format, 80
National Resume Writers’ Association, 323
Nationally Certified Resume Writer

(NCRW), 323
negotiating a salary, 72, 120
networking, 48–50
neutralizing damaging references, 286–287
new graduates

college experience, 154–155
example resumes, 220–221, 236
experience, 153
gaffes, 155–158
GPA (grade point average), 152–153
objective, 154
strengths, 152
useless information, 154
weaknesses, 152–153

newspaper classified print ads, 39–41
Non Commissioned Officers Association

Web site, 170
numbering pages, 64
nursing

example resume, 204
wow words, 129–130

• O •
objective statement

advantages of using, 107
baby boomers, 160–161, 164
defined, 106–107
disadvantages of using, 108
recent graduates, 154
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tips for writing, 317–318
when to use, 107

obtaining permission from references, 284
Occupational Outlook Handbook, 135, 161
Office of Federal Contract Compliance

Programs (OFCCP), 12–15, 167
office support staff

example resume, 209
wow words, 127

omissions, 332
online employee referral services, 46–48
online feeds

how they work, 53–54
vertical job search engines (VJSEs), 30, 32

online profiles, 50
online screening programs, 69–72
online social networking, 48–50
OnTarget resumes. See also example

resumes; writing a targeted resume
abbreviations, 98, 137
achievements, 311–314, 316, 332, 335
articles, avoiding, 136, 315–316
ASCII, 318
being verbs, 137
bulleted style, 315
checklist, 331–337
defined, 10
examples, 16–25
features of, 10
first person “I,” 136, 316
focus, 77–79, 332, 334–335
government rules and regulations, 12–15
helping verbs, 136
information to leave out, 318
job software filters, 315
market forces, 11–12
matching job requirements, 315, 317
objective, 317–318
resume writing services, 322–323
sell, don’t tell, 76–77
skills, 311–314, 317, 332, 335
value proposition, 27
word choice (language), 316–317, 332

opening statements for follow-up efforts, 293
organizations, listing professional and civic

affiliations, 118
organizing job search information, 298
overexposure to recruiters, 69

overqualified objection
age discrimination, 176–177
baby boomers, 162–163, 176–177
example resumes, 244–245

• P •
page numbers, 64
paper version

design, 141, 333, 336
groupings, 143
paper selection, 142
printing, 142
scannable resume, 60–61
style consistency, 143
word processing, 142

parts of a resume
achievements, 112, 121
activities, 117–118
awards, 118
competencies, 113–117
contact information, 103–106, 329
education, 110–111
executive summary, 91
experience, 111
honors, 118
licenses, 118
objective statement, 106–108
organizations, 118
salary history and requirements, 120–121,

139
samples of your work, 118
skills, 111–112
summary statement, 106–110
testimonials, 119, 284–285

PayScale Web site, 72, 120
permanent address, 105
personality assessment, 70–71
pet peeves of recruiters

confidential resumes, 329
dates of employment for jobs, 328–329
e-stalking, 326–327
lying on a resume, 330
mismatches, 325–326
missing contact information, 329
resume-free pitches, 325
too much information, 328
typos, 328
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pet peeves of recruiters (continued)
useless information, 330
zip files, 329

P&G, 43
phone calls

for follow-up, 292–298
for job interviews, 306

phone number (contact information),
105–106

plain text resume
alignment, 64
cover note, 64
creating, 63, 141
defined, 61
example, 62
page numbers, 64
submission requirements, 318
tabs, 64
typefaces/fonts, 63–64
word wrap, 64

planning case studies, 71
plastic inserts, 146
podcasts, 56–58, 100
poison words, 139
political correctness, 161
portfolios, 99–101
posting resumes, 67–68
pre-employment programs, 69–72
prescreening programs, 69–72
presentation exercises, 71
presentation folder, 146
pretexting, 295
printing, 142
prisoners, 194–195
privacy issues, 67–68
problem areas

acquisitions, 189–190
checklist, 333
credit history, 193–194
dates of education, 162
demotions, 185–187
disabilities, 183–185, 192–193
family obligations, 187
gaps in employment, 184–185, 187–188,

252–253
layoffs, 189, 250–251
mergers, 189–190

overqualified objection, 162–163, 176–178,
244–245

prison term, 194–195
reentering mother/homemaker, 180–182
substance abuse, 192–193
temp jobs, 79, 164, 246–247
too little experience, 180
too many jobs, 191–192, 256–257
too much experience in one job, 178–179
unemployment, 187–188

professional and civic affiliations, 118
Professional Association of Resume

Writers & Career Counselors, 323
professional resume format, 80, 89–90
professional resume writer

certifications, 323
costs, 321–322, 324
forms, 321
free consultation, 321
pros and cons of hiring, 319–320
referrals, 320
samples of work, 322
targeted resumes, 322–323

project managers, example resumes,
202–203, 237–238

proofreading, 137–138, 146, 328, 337
proportional typefaces, 64
proving achievements and skills, 311–314

• R •
RC (reverse chronological) resume format

creating, 84
defined, 80–81
example, 83
strengths, 81
weaknesses, 81–82
who should use it, 82
who shouldn’t use it, 82

readability, 150
Really Simple Syndication (RSS), 53
recent graduates

college experience, 154–155
example resumes, 220–221, 236
experience, 153
gaffes, 155–158
GPA (grade point average), 152–153
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objective, 154
strengths, 152
useless information, 154
weaknesses, 152–153

recommendation letters, 285
recruiters

overexposure, 69
pet peeves, 325–330
pretexting, 295
rusing, 295
salary history and requirements, 121

reentering mother/homemaker
example resume, 241
experience, 180–181
gender bias, 182
skills, 180–183

reference folder, 284–285
references

avoidance dodge, 282
choosing, 283–284
co-workers, 284
letters, 283–285
listing in a separate document, 282
neutralizing damaging references, 286–287
obtaining permission from, 284
potential damage they can cause, 281–282
references available upon request, 139
staying in touch with, 284, 288
testing, 284
thanking, 287
tips for finding references when job

search is secret, 287–288
work history, 283

referral services, 46–48
requesting adaptive equipment, 185
research and analysis wow words, 128–129
researching job requirements, 16
responsibilities versus achievements, 139
resume blasting services, 67–68
resume builders, 121
resume examples

academic curriculum vitae, 92–93
accounting, 205
ASCII resume, 62
baby boomers, 227–229, 232
banking, 208
business, 216–217

career change, 240, 266–269
core resume, 17–19
culinary career, 270–272
employment gap, 252–253
food service, 213
healthcare, 201, 214–215
hybrid (combination) format, 88
information technology, 210–211
international curriculum vitae, 95–96
law enforcement/security, 273–277
layoffs, 250–251
mid-career professionals, project

manager, 237–238
mid-career professionals, teacher, 224–225
mid-career professionals, vice president,

234–235
mid-career trades, 222
military spouse, 248–249
military to civilian, 242–243, 254–255
military to federal government, 260–262
mother/homemaker, 241
new graduates, 220–221, 236
nursing, 204
office workers, 209
overqualified, 244–245
plain text resume, 62
professional format, 90
project management, 202–203
retailing, 212
reverse chronological (RC) format, 83
sales, 200
sales to administration, 263–265
skills-based functional format, 86
spin-off resumes, 17–25
supply chain, 206–207
temp jobs, 246–247
too many jobs, 256–257
young professionals, 223, 226, 230–231, 233

Resume Follow-Up Matrix, 299–304
resume formats

academic curriculum vitae, 80, 91–94
accomplishment, 98
ASCII resume, 61–64, 141, 318
checklist, 331
chronological, 80
hybrid (combination), 80, 87–88
international curriculum vitae, 80, 94–97
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resume formats (continued)
keyword, 98
linear, 98
multimedia resumes, 101
narrative, 80
plain text resume, 61–64, 141, 318
professional, 80, 89–90
reverse chronological (RC), 80–84
scannable resume, 60–61
skills-based functional, 80, 84–86
suggested formats for various situations,

80–81
video podcasts, 100
Web resumes, 101

resume letters, 99
Resume Magic: Trade Secrets of a

Professional Resume Writer
(Whitcomb), 145

resume posting, 67–68
resume spamming, 11, 67–68
resume writing services

certifications for resume writers, 323
costs, 321–322, 324
forms, 321
free consultation, 321
pros and cons, 319–320
referrals, 320
samples of work, 322
targeted resumes, 322–323

resume-free pitches, 325
resume–job interview connection, 25
retailing example resume, 212
reverse chronological (RC) resume format

creating, 84
defined, 80–81
example, 83
strengths, 81
weaknesses, 81–82
who should use it, 82
who shouldn’t use it, 82

Rites of Passage at $100,000 to $1 Million+
(Lucht), 173

RiteSite.com Web site, 173
robots, 30
Roehm, Frances E. (The Guide to Internet

Job Searching, 2006–2007 edition), 38
role competencies, 114

Roxio Easy Media Creator, 57
RSS feeds

how they work, 53–54
vertical job search engines (VJSEs), 30, 32

RSS (Really Simple Syndication), 53
rusing, 295
Ryze Web site, 48

• S •
salary

calculator services, 72
history and requirements, 120–121, 139
negotiating, 72, 120

Salary Expert Web site, 72
Salary.com Web site, 72, 120
sales

example resume, 200
wow words, 125–126

sales and marketing manager, example
resume, 230

sales to administration, example resume,
263–265

sample resumes
academic curriculum vitae, 92–93
accounting, 205
ASCII resume, 62
baby boomers, 227–229, 232
banking, 208
business, 216–217
career change, 240, 266–269
core resume, 17–19
culinary career, 270–272
employment gap, 252–253
food service, 213
healthcare, 201, 214–215
hybrid (combination) format, 88
information technology, 210–211
international curriculum vitae, 95–96
law enforcement/security, 273–277
layoffs, 250–251
mid-career professionals, project

manager, 237–238
mid-career professionals, teacher,

224–225
mid-career professionals, vice president,

234–235
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mid-career trades, 222
military spouse, 248–249
military to civilian, 242–243, 254–255
military to federal government, 260–262
mother/homemaker, 241
new graduates, 220–221, 236
nursing, 204
office workers, 209
overqualified, 244–245
plain text resume, 62
professional format, 90
project management, 202–203
retailing, 212
reverse chronological (RC) format, 83
sales, 200
sales to administration, 263–265
skills-based functional format, 86
spin-off resumes, 17–25
supply chain, 206–207
temp jobs, 246–247
too many jobs, 256–257
young professionals, 223, 226, 230–231, 233

samples of work, 118
Savino, Carl S. (Military Resumes and Cover

Letters), 168
scannable resume, 60–61
screeners, 294–296
screening programs, 69–72
search engines for jobs

GetTheJob.com, 35–36
how they work, 30–32
Indeed.com, 33–34, 46
Jobster.com, 34–35, 46–48
Searchjobs.com, 35
Simply Hired, 33, 46
targeted resumes, 43
Yahoo! HotJobs, 36

Searchjobs.com Web site, 35
sections of a resume

achievements, 112, 121
activities, 117–118
awards, 118
competencies, 113–117
contact information, 103–106, 329
education, 110–111
executive summary, 91
experience, 111

honors, 118
licenses, 118
objective statement, 106–108
organizations, 118
salary history and requirements, 120–121,

139
samples of your work, 118
skills, 111–112
summary statement, 106–110
testimonials, 119, 284–285

sell, don’t tell, 76–77, 138–139, 316
Sherwin Williams, 43
short-term work, 79, 164, 246–247
Simply Fired Web site, 33
Simply Hired Web site, 33, 46
skills

checklist, 332, 335
matching to job requirements, 317
mother/homemaker returning to work,

180–183
proving, 311–314
skills and knowledge testing, 70
what to include, 111–112
wow words, 131

skills-based functional resume format
creating, 85
defined, 80, 84
example, 85
strengths, 84–85
weaknesses, 85
who should use it, 85
who shouldn’t use it, 85

social networking, 48–50
Social Security number, 139
Society for Human Resource Management,

330
sources of keywords, 135
Southwest Airlines, 43
spam filters, 68
spamming, 11, 67–68
special equipment requests, 185
spelling errors, 137–138, 146, 328, 337
spiders, 30
spin-off resumes, 17–25
stapling, 146
Starbucks, 43
staying in touch with references, 284, 288
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Strasburg, Linda
Competency-Based Interviews, 116
Competency-Based Resumes, 116

strategies for job interviews, 308
strengths

of baby boomers, 158–159, 161
of military candidates, 166
of recent graduates, 152

Struzik, Ed (president of BEKS Data
Services, Inc.), 66

Student’s Federal Career Guide (Troutman),
169

style checklist, 331
style consistency, 143
subject line of e-mail messages, 65
submission requirements for ASCII

resumes, 318
substance abuse, 192–193
suggested formats for various situations,

80–81
summary statement

advantages of using, 110
baby boomers, 160–161, 164
defined, 106–107
disadvantages of using, 110
example, 109
recent graduates, 154
tips for writing, 317–318
when to use, 108–109

supply chain, example resume, 206–207

• T •
tabs in ASCII resume, 64
TAOnline Web site, 170
TAP (Transition Assistance Program), 165
Target, 43
targeted resumes. See also example

resumes; writing a targeted resume
abbreviations, 98, 137
achievements, 311–314, 316, 332, 335
articles, avoiding, 136, 315–316
ASCII, 318
being verbs, 137
bulleted style, 315
checklist, 331–337
defined, 10

features of, 10
first person “I,” 136, 316
focus, 77–79, 332, 334–335
government rules and regulations, 12–15
helping verbs, 136
information to leave out, 318
job software filters, 315
market forces, 11–12
matching job requirements, 315, 317
objective, 317–318
resume writing services, 322–323
sell, don’t tell, 76–77
skills, 311–314, 317, 332, 335
value proposition, 27
vertical job search engines (VJSEs), 43
word choice (language), 316–317, 332

teachers
example resume, 224–225
wow words, 128

technical ability wow words, 126–127
telephone calls

for follow-up, 292–298
for job interviews, 306

telephone number (contact information),
105–106

temp jobs, 79, 164, 246–247
testimonials, 119, 284–285
testing references, 284
Texas Instruments, 43
thanking references, 287
theme papers, 142
37Signals Web site, 52
too little experience, 180
too many jobs, 190–192, 256–257
too much experience in one job, 178–179
too much information, 328
TopJobSites.com Web site, 37
trade magazines, 135
trades, example resume, 222
Transition Assistance Program (TAP), 165
travel costs for job interviews, 307–308
Trillian Web site, 56
Troutman, Kathryn

Federal Resume Guidebook, Fourth
Edition, 169

Military to Federal Career Guide, 168
Student’s Federal Career Guide, 169
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typefaces
ACSII resume, 63–64
defined, 145
design guidelines, 145
proportional, 64

Typepad blog host site, 53
typos, 137–138, 146, 328, 337

• U •
U R a Brand!: How Smart People Brand

Themselves for Business Success
(Kaputa), 57

undue hardship provision of the Americans
with Disabilities Act (ADA), 184

unemployment, 187–188
U.S. Department of Labor

Dictionary of Occupational Titles, 135
Occupational Outlook Handbook, 135, 161

USA Web site, 169
useless information

as pet peeve of recruiters, 330
on resumes of recent graduates, 154

• V •
value proposition, 27
verbs

being verbs, 137
helping verbs, 136
word choice (language), 316–317

vertical job search engines (VJSEs)
GetTheJob.com, 35–36
how they work, 30–32
Indeed.com, 33, 46
Jobster.com, 34–35, 46–48
Searchjobs.com, 35
Simply Hired, 33, 46
targeted resumes, 43
Yahoo! HotJobs, 36

VetJobs.com Web site, 170
vice president, example resume, 234–235
video resumes, 100
virus filters, 68
VJSEs (vertical job search engines). See

vertical job search engines (VJSEs)
voicemail messages, 296–298

• W •
Walther, George R. (Heat Up Your Cold

Calls), 297
weaknesses

of baby boomers, 159–160
of military candidates, 166–167
of recent graduates, 152–153

Web 1.0, 1–2, 11
Web 2.0, 1–2, 12, 45–46, 58
Web page address (contact information), 105
Web resumes, 101
Web sites

Americans with Disabilities Act (ADA), 184
BEKS Data Services, Inc., 66
BlogEasy, 53
Blogger, 53
Blogs with Jobs, 53
Boutell.com, 57
Business.com, 136
Career Directors International, 323
CareerBuilder.com, 37
Classmates.com, 49
Corporate Gray, 170
Crunchboard, 52
Ecademy, 48
Eons, 49
ExecuNet, 48
Feedburner, 57
Gaim, 56
GetTheJob.com, 35–36
Google, 112
H3, 47
Indeed.com, 33–34, 46
Intelligence Careers, 170
JibberJobber job tracking program, 298
Job Accommodation Network, 184–185
Job Central National Labor Exchange, 39,

46
Job Search Engine Guide, 31
Job-Hunt.org, 68
JobStar, 120
Jobster.com, 34–35, 46–48
The Landmark Destiny Group, 170
LinkedIn, 48
Military Officers Association of America,

170
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Web sites (continued)
MilitaryStars.com, 170
Monster.com, 37
National Resume Writers’ Association, 323
Non Commissioned Officers Association,

170
PayScale, 72, 120
Professional Association of Resume

Writers & Career Counselors, 323
RiteSite.com, 173
Ryze, 48
Salary Expert, 72
Salary.com, 72, 120
Searchjobs.com, 35
Simply Fired, 33
Simply Hired, 33, 46
TAOnline, 170
37Signals, 52
TopJobSites.com, 37
Trillian, 56
Typepad, 53
USA, 169
VetJobs.com, 170
World Privacy Forum, 67
Yahoo! HotJobs, 36
Zoominfo, 49

Whirlpool, 43
Whitaker, Urban (Career Success: A Step-By-

Step Workbook for Students, Job Seekers
and Lifelong Learners), 112

Whitcomb, Susan Britton (Resume Magic:
Trade Secrets of a Professional Resume
Writer), 145

white space, 145
Williams, Dr. Wendell (personality testing

expert), 70–71
word choice (language). See also

keywords; wow words
checklist, 332
nouns and verbs, 316–317

word processing, 142
word wrap, 64
work experience

baby boomers, 162
overqualified objection, 176–177

recent graduate, 153
reentering mother/homemaker, 180–181
too little experience, 180
too much experience in one job, 178–179
what to include, 111

work history
demotions, 185–187
gaps in employment, 185, 187–188, 252–253
layoffs, 189, 250–251
references, 283
temp jobs, 164, 246–247
too many jobs, 190–192
unemployment, 187–188

work samples, 118
work-based competencies, 113
worked with, avoiding the term, 139
World Privacy Forum, 67
wow words

for administration and management, 124
for caregiving, 129–130
for communications and creativity, 125
for financial management, 130
for helping, 129–130
for office support staff, 127
for research and analysis, 128–129
for sales, 125–126
for skills, 131
for teachers, 128
for technical ability, 126–127

writing a targeted resume. See also resume
writing services

abbreviations, 98, 137
achievements, 316, 332, 335
articles, avoiding, 136, 315–316
being verbs, 137
bulleted style, 315
first person “I,” 136, 316
grammar, 136–137
helping verbs, 136
information to leave out, 318
magic formula, 26
matching job requirements, 315, 317
mirroring ad language, 14
mission statement, 239
objective, 317–318

354 Resumes For Dummies, 5th Edition 

31_08037x bindex.qxp  11/28/06  9:49 PM  Page 354



sell, don’t tell, 76–77, 138–139, 316
step-by-step directions, 15–16
word choice (language), 316–317, 332

writing recommendation letters, 285

• X •
Xerox, 43

• Y •
Yahoo! HotJobs Web site, 36
Yahoo! Messenger, 56

young professionals, example resumes
associate editor, 233
graphic artist, 226
intern, 223
sales and marketing manager, 230–231

• Z •
ZIP files, 66, 329
Zoominfo Web site, 49
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